O2K  C/N:  __________        Contract #/T.O. #:  ___________________  Date:  ___________


SAMPLE REQUEST FOR TASK ORDER MODIFICATION

Your Office Symbol







MEMORANDUM FOR AMSAM-AC-SS-CD

SUBJECT:
Request for Task Order Modification
1.   Request a modification to Task Order #________________, under O2K Basic Contract No.__________________ with _____________ (contractor name).  The  revisions required are as follows:

a.  Describe needed revisions or desired goals with as much detail as possible.  Identify the specific section of the task order or it’s attachments to be modified.   

b.  Describe any additional tasks listed below or provide as an attachment to this memorandum.  Describe any increase/decrease to the level of effort, reassignment of the COR/TM, adding new clauses, etc.  

c.  Provide a statement regarding whether or not there are any attachments to this memorandum (e.g., addendum to the statement of work, Agency specific clauses, DD-254s, etc.)

d.  Provide brief explanations of the reason revisions are needed.

e.  State the desired effective date of the revisions.

f.  State whether or not a Cost and/or Technical proposal is required. 

(A Cost and Technical proposal is usually required for a bilateral modification which adds new requirements to the Task Order that were not originally priced.  However, in cases where the customer is satisfied with the contractor’s understanding of the additional effort, a technical proposal is not required.)

g.  State whether or not the revisions affect option Years.  If applicable, identify the option Years.

2.   If you have any questions please contact the undersigned or (Provide alternate) at (telephone nos.).

Sincerely,







Customer Point of Contact  (POC)
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